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8 September 1953

MEWORANDUM FOR: fcting Deputy Director, Administration —j( iwji ;

THRU t Chief of Administration, DD/P
starer o survey rovor [

1. PROBT®, To re-evaluate Personnel Type T/0 Positions within F¥ Division
with 8 view toward determining:

8es The appropriste location, organisetionally, for the most economic
and efficient performance of essential Personnel functions and,

te The minirmm number of persomncl esiimeted to e required for the
perfomance of such functicns. :

2. FACTC B ALTHG Ul THE PROWLIM,

25X1A

8« The time sllotted for this survey wes five days, which limited the
scope to a brief study of the functions, records snd procedures of
the 'y torether with such work load date as was

Plans Hesearch and develop=

Placement Officer assigned to the EE Mvision, provided technical
advice and assistance in the conduct of thig study and\ analysis,

be The EF Nivision situation is abrnormal in some respects in view of
the increased personnel activity resulting from current reduction
of the

25X1A Ce TW Et, has a T/0 of ten slots, eisht of whic
are ed seven on the job (Deputy "hief is now in trai nim:).

25X1A

25X1A a. The functions of the

25X1A

(fee Organization and ¥anning Chsrt in Tab 2), Personnel are

3. DITCURSTON,

EE, have resulted from an
accurulation of dutlies rather than from cowprehensive formall
prescribved delegations of authority. Ixgrpleg of Cutias
include the coordinstion of Person el Vvaluat,amm
surport required of the Division by Cgreer Tervice Séards. Hajor
functions presenmtly performed in the 5)(@\
are indicated in Tats 5 end C. The Processing » 1& <
Lecords functions are indicated bty a study of the fourteen types of

records maintained. ! deescription of eaph of these mecords is
given in Tab D, 6 \ .
3
e
: URFEVEE I VLS '
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be Work loads for the months of June, July and Avgust, 1953 ghown in
detall in Tebs £ and F, indicate a total of NG 5 O
for the period or sn zversge of I nonthe in amalysis of 25X9
correspondence for the same period shows a totel of 119 catles, 254
dispetches snd 218 memorandums or & monthly average of 39 csbles,
8l; dispatches and 72 memorendums.

ce UOF the total correepondence actions for the three month veriod
25X9 analyzed, &pertained to military personnel.

de
25X9

. There are fourteen types of records meintained ‘n the |IIEININININ 25X1A
25X1A B ¢, a5 described in Tab D. It is indicated thst the position
invenrtory esrd, (OF Form Lb), when posted with all pertinent per-
sormmel data and appropriately flegged may possivly replcce five of
the existing separate records. (Seniority cards, Wheeldex rotation
record and personnel evaluation suspense records and the individual
persomnel file.)

f. It is indicated that usage does not fully justify the retention of
the major portion of the material in the ind'vidual personnel file
folders, (presently comsisting of 11 file cabinets) particularly
those documente which pertain to finsnce matters. Inasmuch as the
covies of such records azre maintained in finsnce, all such material
should be withdrswn from the files. If work sheets, routing and
records sheets, infomsaiion coplies of old cevles, dispatches, etc.,
were withdrswn at the same time the eleven file cabin-ts of files,
mime the 13 cabinets to be transferred to Personnel Office, Diu/A
could be reduced to possibly threc cabincts containing 24/P Data
Sheets (Forms 59=kl), selected eatles ond dispatches of » current
value and similar documents pertaining to personnel matters only.
tstablishment of orderly records retention schedules for zll such
documents would keep the contents at & minilwume On the other hand,
it is supgested by the Thicf of Fersmonnel, */ thst the entire file
could e dispensed with and the day-to-day reference requirements
of the B Diviaion could possibly be met with the “osition Tnventory
Record (OF Form Lb) snd s Personnel Data Sheet (Porm 59-L)), (once
the OF Form Lb is completely posted end f7 aczed) providing ready
availability of the official personncl “ile Tolders meintained by
“ersonnel Office, DU/A wae assured,

ge While fim recommendations on division personnel file requi rements
should perhaps he deferred until the survey of =11 area divisions
is corpleted, this should not prevent the screenin: of the files of
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financisl documents and other worthless or 1ittle used moterial,

i fter 211 ares divisiong liave ecen surve.ed, it may be possiile to
nrescrite the individuzl file folder, ‘neluding & determination rsg
to ite contents and use.

he The ET Division has questinnad for some time, t.e justification of
a m 1tary personnel officer ‘n its Tarsonnel Ceectiorns It is indi-
cated that in sctuality the Punction is ma!nly acting as & «ut out
between YD and the fleld. «hile, admittedly some "iles must be
kept in the division on militery personnel, KL staff papers on the
suject indicate thst the clericel routine of suspence, files, etc.
could te handled by civilisn nersonmel if tie m' litery Persoanel
Divieion, DD/t were given action responsitility on such ca-lre and
dispetchies. -

1. Adequate control cver Mvision nolicy znd Internal intereste of the
divie’ on could poseibly te crotected Yv retaining the releasin
suthiority within the diviston, snd by maintaining working flce 2nd
suspense records of ‘nformetion coples of incom'ng cebles and
dispatches.

Je £e the work losd figures in parrgraph 3 gbove indicates, 2h.5% of
all ¥F parsonnel correspondence neriasine to Military Personnel mstters.
Since the function at present consiets in the main of obtaining
oificial information from "P}) and relayim it to the field, trhe pre-
peretion of aclion papers in fins! “orm by MPli, and relcase through
the division wonld eliminete tre need for & Military Personnel (1ff-
icers The clericsl suprort now rendercd to this function could be
diverted to perfection of the OF Form Lb, Position Inventory Necord
and to screening of the individusl personnel file folders.

CONCTICTONR,

8. The functione and activities of the EF Personnel have resulted from
an accumulation of duiies rather than from formally vrescrited mig-
glons. worklosds end requirements sre imrosed by two major grouns -
the Cereer Cervice Boardis and the Personnel Office, nifh. Punce
tions of fres Jivision Tersonnel Uecetions should be develened and
prescribed Yy the collatorative =fforte of D.J/P idwin and the.))/#,
properly definming the relationships of career service proprem and
personnel management. AL the completion of iLuls survey it may te
vossliile to propose stendardized functions in this repsrd,

In the stsence of clear cut delegations of auttiority and formslly
nrescrited functions of decentralized nersonnsl offices in the DIV/P
ares divisions, the following activities aprear te ‘e properly

placed orgenizationally. 'ore firm conclusions =s Lo the sp-ropriate
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plecement of thege functlons can ¢ reac.ed only after tie comnle-
tion of the 0./" Survey:

(1) Crordination and review of tue Personnel Lvaluation Keports

(2) “aintenance of carrent :nform:tion znd stetus of T/0's and
Position Inventory Kecords {Forms LF Lt)

{3) =cervicing and eupport of ‘areer "ervice iloerd ‘ctivities Ly:
() Providing advance inform:tion on returning nersonnel

(») Providing surmary informstion on mumbsrs, grzdes, detes
of grades, location, ete. of personnel by ceresr category.

(c¢c) Maintaining control and follow=-up on the apolication of
training prescrived by Career “ervice Board soctions.

(d) Prepsrstion and vrocessing of SF=L2 and suen other support-
ing papers ze may be required to accomplish perscnnel
actione snd maintain current information on status of such
actions.

(L) =riefing of employees rior to oversess wovemente

(5) Correspording with slements of E' uivision, headquarters and
field, on retters of inquiry, policy interpretation snd proced-
ursl instruction.

(6) raintaining locator rile |GGG 25X1A

(7) Providing personnel advice and zgsiciance to FE Perconnel.

While the atove tasic functions may e proper for the offices which
now perform them, the records sznd procedurz) procesg=g sni routines
required for implementation could, ne doubt, we improved upon and
to & certain extent stazndardised, ~ore corpreshensive recommendstions
in this regerd would be premsture st ihis stege of the survey,

Ye The verious types of personnel records meintained and the =ffort
invelved in thelr meintenance can e reduced by perfection of the
OF Form It and by screening or total sliminstion of the individusl
nersonne! records.

ce The assignment tc ilitary Fersonnel Division 7./& of action resnon-
sit11ity on catles and disvatches perta’ning to nilitery persomnel:
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(1) Can te made without infringement of EE Uivision suthorities,

(2) 411 relieve the Efi_o.f anoroximately 2l.5%
of ite correspondence activities.

{3) %ill permt the elimination of the “litery Personnel Officer
and the T/0 slot occupied.

de The increased clerice) work load includes the eventual) preparstion
of in eonverting from the old to the new
i/0s Once the current abnermsl situation resulting

from the current reduction in the |G 2 1cveled off, 25X1A6a

and necesgary personnel records sre rrought up to deie, 2 re-evalu-
ation should e made 5f the clerical vositions req ired for the

EOOHY I TTONS

8. That tne functicns outlined in varagraph 1 of the conclusions above
be tentat! vely recognized &r ~roperly placed or anizalliomnally in an
Area Livision.

be That effort be sccelerated towsrd t'e objective of perfection of
Personnel Inventory Pecords to replsce sepzrale records presently
keot.

ce Trat tue individuz) perscnnc’ fillog be scremned of 211 finsacial snd
obsolete moterial, snt consideration given to bne ulti~ete toitsl
elininati on of such filesz.

de Thzt *11%tarv “arsonnel .#vie’on, 0/! be sssigned action responsi-
114ty on ¥ Yilitery Personnel ca legs and discetches with releasing
gutiority reteined in T° Divielon. 25X1A

e, Thet the present position of “ilitary “orsonnel Ufficer, (G?-—-
Slot) be eliminated. 25X1A

f. That the T/0 of the Personnsl Office, i, %e reduced f:‘o!lota
21imi nating the ¥ilitery Fersommel Officer &s recommended in
®e. 8r0ove) and a re-evaluation be wade by the MHvision of the two
vecant clerical slots after the current work load levels off.

oarTHATTON.  Comments snd concurrence of Chief firin/FD are contained

in memorsndum attseked as Tar G.

25X1A%9a

Aesistant Jana;ement Officer, /2
(For fandestine “ervices)
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25X1A9%a
Plans Resesrch & Jevelopment “taff
Pers-nnel Office, N1/A
25X1A9%a
Personnel "lacement Officer
Personnel 0ffice, DI/A
APPROVE
25X1A9%a

E‘"‘jﬁ T;. F}{fy;
Yanegement Officer, Du/A
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